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1.0 Welcome

1.1 COURSE OVERVIEW

Welcome to the State training on Recipient Search and Update. The Recipient Search function
allows the Division of Health Benefits (DHB), Division of Public Health (DPH), and Division of
Mental Health (DMH) to access recipient information. Access to recipient information is based
on the payer type and security role assigned to an individual. This access determines if
information is view-only or if the information can be updated.

The types of recipient information available are demographics, enroliment data, eligibility, and
benefit plan. DHB, DPH, and DMH have the ability to search for Common Name Data System
(CNDS) IDs and review possible duplicate recipients. DMH and DPH can also add new CNDS
recipients and cross-reference CNDS IDs.

This course, based on payer type, focuses on how to search, view, and update recipient
information as well as conduct a CNDS search and cross-reference CNDS IDs. This course also
covers the review of possible duplicate recipients and the CNDS Merge Initiation process.

Each section has a graphic illustration followed by a list of one or more steps. The number(s) on
the image correspond with the number(s) of each step.

1.2 COURSE BENEFITS

1 Enables you to search for recipients using multiple options.

1 Provides access to current recipient information.

1 Enables you to search for, add, and cross-reference CNDS IDs.
1 Allows identification of possible duplicate recipients.

1.3 COURSE OBJECTIVES
At the end of training, as an authorized user, you will be able to do the following:

Search for recipients

View recipient information

Update recipient information

Search for CNDS IDs
Cross-reference CNDS IDs

1 View and combine duplicate recipients

1.4 SUPPLEMENTAL TRAINING
Before taking this course, it is recommended that the user first complete the following courses:

=A =4 =4 -4 A

1 HIPAA Privacy & Security Training

1 NCTracks Overview i Operations Portal (Computer-Based Training [CBT])
1 Viewing and Updating Recipient Records (CBT)

1 Recipient Enrollment and Eligibility (CBT)

PUG_RCP121 FINAL Page 1 of 84
PUG_RCP121_Recip Search Updt_V5.4



-“ North Carolina Medicaid Management March 18, 2022
CSRA=
A Y

Information System (NCMMIS)

This Page Intentionally Left Blank

PUG_RCP121 FINAL Page 2 of 84
PUG_RCP121_Recip Search Updt_V5.4



CSRA-—_“ North Carolina Medicaid Management March 18, 2022
"

Information System (NCMMIS)

2.0 Division of Health Benefits (DHB)

2.1 INTRODUCTION

DHB staff have the ability to search and view all recipient information associated with DHB.
Authorized users have update or view-only access to the Recipient Detail and CNDS Detail
screens.

The Recipient Detail screen includes the following tabs with view-only access:

Recipient Summary
Contacts

Case Data History
Premiums

Cost Sharing

Other Coverage
Service Limits
Transfer of Assets
Consent Forms

=A =4 =4 4 -4 -4 -4 A -4

Authorized users have update access to the following tabs on the Recipient Detail screen:

Address (temporary addresses)

Family Case Data

Dialysis

Recipient Lock-in

ID Card, COCC (Certificate of Creditable Coverage) & Booklet
Money Follows Person

Time Limit Override

State Authorized Payments

CAP DA/C Consent

=A =4 =4 4 -4 A4 -4 A -4

The CNDS Search screen includes the following tabs with view-only access:

1 Demographic Information
1 LME (Local Managing Entity) Cross-Reference

2.2 RECIPIENT SEARCH

Two basic search methods are used to search for recipients. The first method is to search by a
unique identifier such as Social Security Number (SSN) or Recipient ID, and the second method
is to search by using non-unique identifiers. You can search for a recipient by entering Last
Name, First Name, and one other field such as Middle Name, Date of Birth, Gender, or County
Code.

Access the Recipient Search screen by selecting Recipient Search from the Recipient
drop-down menu.

PUG_RCP121 FINAL Page 3 of 84
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ne DEs o5
HEALTH AND HUMAN SERVICES

1
Operations Claims Ecommerce Managed Care Financial Provider Recipient Reference Prior Approval TPL Other Admin

Recipent Search

CNDS Search

Operations Portal CNDS Merge

* Home

Recipient Call Center
Interaction Search

Hello World

N.C. Medicaid is implementing a prior authorization process for certain radi
procedures including CT, MR, PET scans, and ultrasounds.

Information related to the implementation of prior authorization of high-te
and ultrasound procedures is available through the MedSolutions website,
Radiology Services web page, and the Medicaid Bulletin. Click the link belo
MedSolutions.

http://www.medsolutionsonline.com

Exhibit 1. NCTracks Operations Portal

1 Hover over the Recipient menu.
2 Select Recipient Search.

2.2.1 Recipient Search Using a Unique Identifier

Enter one of the following to search for a recipient using a unique identifier:
1 Recipient ID/Type

f Recipient SSN

{ Eligibility Case ID

-_—
Operations Ciims Ecommeeos  Managed Cam Fiancsl | Frovider Fecpieni  Releence  Prioripprovel | MewinCheck TPL  Ofher  Admin

* Home * Recipient Snarch

Recipient Search S | AA  Halp
¥ ncate u e fee Lagend
SEARCH CRITERIA !
Fease enter iD Mumber and i type or on of the cther fieids
Racipiant ID ID Typa: - SN Ci
Elig Casa ID ¢

Pladie SRaT LAIE MAME, Firgl Mg BAd ong ar mace of the cthar Figkdy
Last Name Firgt Name : Middle Name :

Date of Birth : . Gender : b4 County Code -

e ]mu

O Search Using Soundex

Exhibit 2. Recipient Search Screen
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Step Action

1 Search Criteria: Enter one of the following to search for a recipient using a unique identifier:
1 Recipient ID, ID Type
1 Social Security Number
1 Eligibility Case ID

2 Select the Find button.

3 If necessary, select the Clear button to clear data and begin a new search.

2.2.2 Recipient Search Using a Non-Unique ldentifier

Tosearchusinganon-uni que identifier, you must enter
and one other field such as Date of Birth, Gender , or County Code.
first and last name are not known, you can search by entering partial names. You can also

perform a

search using Soundex if the correct spelling of a name that sounds the same is not

known. TosearchbySoundex, enter recipient informat.i
Soundexd check box.

Operations

Haase enter iD

* Hom ¥ Recipient Search

Recipient Search

¥ rocsm areound tec

pmber and i Uy o one of the other fields
h Racipiant 10 10 Typa: - SSN L
Elig Case ID :
238 A, First namme and one or more of the cther fed
Lade Name Firae Nama Middle Name :
Date of Birth : . Gender : b4 County Code -
o O search Using Soundex e
-

Cuims | Ecommeecs  Mansged Cane  Fiancil | Provider Fecpient Rstesoce  Prioripprovel | Mesin Check  TPL  Ofher  Admin

Exhibit 3. Recipient Search Screen

Step |Action

1 Search Criteria: Enter recipient data using one of the following combinations:
1 Last Name, First Name, and Middle Name
1 Last Name, First Name, and Date of Birth
1 Last Name, First Name, and Gender
1 Last Name, First Name, and County Code
2 Select the Search Using Soundex check box. (Optional field)
3 Select the Find button.
4 If necessary, select the Clear button to clear data and begin a new search.
2.2.3 Recipient Search Results

All results matching the search criteria display at the bottom of the screen. Select a Recipient ID

link from

PUG_RCP

the Search Results section to view recipient details.
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Recipient ID Nome Gender Date of Birth SSN HIC County Code Blig Case ID

Exhibit 4. Recipient Search Results Section

Section |Description

1 Recipient Search results display the following:
Recipient ID

Name (Last Name, First Name)

Gender

Date of Birth

SSN

HIC (Health Insurance Claim Number)
County Code

Eligibility Case ID

2 Select a Recipient ID to view recipient details.

=a =4 =4 -4 a4 A -8 A

2.3 VIEWING/UPDATING RECIPIENT INFORMATION

Recipient information is organized under tabs. Your user role determines which tabs you have
access to view. Some of the tabs are view-only, while others contain information that can be
edited depending on your user role. You can navigate between tabs by selecting the tab or the
navigational arrows to the left and/or right of the tab.

2.3.1 Recipient Summary Tab

The Recipient Summary tab displays demographic, eligibility, enrollment, and cross-reference
information for the selected recipient from the search results. When you select a recipient from
the search results list, you are navigated to the Recipient Summary tab.

F
Note: The navigational arrows allow you to move from tab to tab.
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1 o v oe
HEALTH AND HUMAN SERVICES

Operations Clamc  Ecommeros = Managed Cars | Financial | Frovider | Rsolpient Refersnce  PriorApproval | Heasth Cheek | TFL | Odher | Admin

b Home ¥ Recipient Search § Recipient Detall

Recipient: \ - ID: =1 Help
W incicates 2 required field Legend
| Summary Address Contacts Family Case Data Case Data History Premiums Cost Sharing Other Coverage Dlalysis Service Limits Recipient Lock-in Transfer Of Assets 1D Card, COCC & Boo '
1 EESEM
First Mame : Middle Name : Lzst Name :
Recipient ID = SGN: Documents:  View
Diate of Birth = Age: Datz of Dezth : [
Gender = Transgender : MBI Number:
Race: Ethnicity: Lznguzage:
Add Time: Last Updated:

Status In Case: Family Status: Relationship to Payes:
Citizenship Code: Citizenship Date: Alien ID:  [=]
IVD Indicator: = Refugee Code: [ R=fuges Entry Date:
Ind Term Date: Tribal Code:  [5] Tribal Svc Rowd: [
Ind Last Updated:

o = Cross-ReEFEREMCE [COMBINE

Recipient ID ID Type Begin Date End Date Status

C-CNDS-ID 12/31/9999
12/31/9999
12/31/999%

Eligibility | Enrollment

= Eizersrirry Deran. [

Trreraarem =
Hist From Auth From Hist To Elig Cov Code LME ID Admin County Residential County Status FPL%

User ID

0% B | CONVERSION

Eligibility Detil

Fayer: DHE

Living ARR. Code : Spd Cvrg Code:  [& Bay Type :

Lizb Typ= : Liab &mt: .00 = Amb Cap Code :

Auro Assign : Change Reason : Distance Code:

Sub Prog Code 1: Sub Prog Code 2: Sub Prog Code 3:

Foverty Level Code 1: Poverty Level Code 2: Poverty Level Code 3:
Sub Prog Code 4: Spd Needs : CA Exempt: =

Poverty Level Code 4 FFS PCR/MET: FFS Locator Code:

Coverage Category Coce:

MC Admin Entity ID:  [£] MC Admin Entity Locater =] MC Status Code: [
Code:
MCPCR/AMH ID: [= MC PCR/AMH Locator Code: [=] Tailored Plan Elig Type:  [2
IHS Eligible: Tribal Option Enrolled:
EligCaze ID : Add Time: Date Modified :
Mzanaged Care Plan Type: [ Tailorad Care Manager NPI: = Tailored Care Manager Luc:dmr b=l
Code:

Exhibit 5. Recipient Summary Tab

Information on the Recipient Summary screen is organized into four sections. The following
information displays in these sections.

Section |Description

1 General: Displays demographic information including Recipient ID, SSN, DOB (Date of
Birth), Age, Date of Death, Gender, Transgender, Medicare Beneficiary Identifier (MBI),

Race, Ethnicity, Language, Date Added (when the recipient was added to NCTracks), and
Last Date Updated.

2 Individual: Displays recipient attributes from the Individual Data record from the eligibility
system including Status In Case, Family Status, Relationship to Payee, Citizenship Code,
Citizenship Date, Alien ID, Individual (IVD) Indicator, Refugee Code, Refugee Entry Date,
Individual (Ind) Term Date, Tribal Code, Tribal Svc Revd, and Individual (Ind) Last Updated.

3 Cross-Reference/Combine: Displays all payer IDs associated with the recipient for all
types/programs, along with the corresponding effective dates and Status.
4 Eligibility and Enrollment Tabs: Display eligibility and enroliment details for a recipient.
PUG_RCP121 FINAL Page 7 of 84
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2.3.1.1 General Demographic Information
Recipient demographic information displays in the General section of the Recipient Summary
screen.

.
e Eacpeant D ssN: E Dooumesnts e

Date of Berth = hge Dats of Death

Crrider B Tr i ganreer W Ml

Race Uthracity : = Language

Oiabe Added Last Date Updated

Exhibit 6. General Demographic Information Section

Section |Description

1 Demographic information includes the following:

Recipient ID: Recipient identification number.

SSN: Re c i p iSecialtSécarity Number.

Documents

Date of Birth: Reci pi ent 6s. date of ©birth

Age:Reci pientds. age in years

Date of Death: Date when recipient died, if applicable.

Gender:Reci pi ent.6s gender

Transgender

MBI Number: Medicare Beneficiary Identifier

Race: Benefici aryds race (multiple races may ex

Ethnicity:Benef i ci arybés ethnicity

Language: Language spoken by beneficiary.

Date Added: Date when recipient was added to NCTracks.

Last Date Updated: Date when last modification was made to recipient record.

2 Select View to view recipient documents stored in FileNET. Listed here are some examples

of the documents that are stored:

1 HM50110-R5001 7 CA (Carolina ACCESS) Exemption Request Received: Decision Has
Been Made

1 HM50110-R5002 i1 CA or CCNC (Community Care of North Carolina)/CA Complaint

Received Acknowledgment to Recipient

HM50110-R5003 1 CA Complaint Received, More Information Needed

HM50110-R5004 i Medical Record Request: Additional Information Requested

HM10185-R1002 i CA Notification of Intent to Enroll Letter

HM10185-R1003 i CCNC/CA Notification of Intent to Enroll Letter

HM10185-R1009 1 NCHC (North Carolina Health Choice for Children) Notification of

Intent to Enroll Letter

HM10190-R1005 1 CA Welcome Letter

HM10190-R1006 1 CCNC/CA Welcome Letter

HM10190-R1007 i Recipient PCP (Primary Care Provider) Non-Assignment Letter

HM10190-R1010 i Recipient NCHC PCP Non-Assignment Letter

HM10190-R1011 i NCHC (CCNC/CA) Welcome Letter

=a =4 =4 =4 -4 -4 -8 -8 A - -a e s

= =4 =4 -4 A

= =4 —a —a A
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2.3.1.2 Individual
Recipient Individual information displays in the Individual section of the Recipient Summary
screen.

Status In Case = Family Status <2 Relationship to Payee
Citizenship Code = Citizenship Date: = Alien ID

IVD Indicator: (2] Refugee Code: [ Refuges Entry Date

Ind Term Date & Tribal Code: [= Tribal Sve Revd:

Ind Last Updated:

Exhibit 7. Individual Section

Section |Description

1 Individual information includes the following:
g StatusInCase:Benef i ciaryds status in El.igibilidf
1 Family Status:Benef i ci aryds status/relationship
1 Relationshipto Payee:Benef i ci aryds relationship to
1 Citizenship Code: Code indicatingb enef i ci arydés .citizenshing
1 Citizenship Date: Date when Citizenship Code was updated.
1 Alien ID: A unique identification/file number assigned by USCIS (U.S. Citizenship and

Immigration Services, formerly Immigration and Naturalization Service [INS]) to every
alien who is admitted to the United States or who otherwise comes into contact with
USCIS.

1 IVD Indicator: Indicates if beneficiary has been referred (N-No indicates beneficiary has

not been referred).

Refugee Code:Benef i ci aryds .country of origin

Refugee Entry Date: Date when beneficiary entered the United States.

Ind Term Date: Date when individual 6 s el i gi bilit.y will end

Tribal Code: Federally recognized Native American tribe of which the beneficiary is a

member. No value for this field indicates that the beneficiary is not a member of a federally

recognized tribe.

1 Tribal Svc Rcvd: Indicates if a beneficiary who is a member of a federally recognized
Native American tribe has had services rendered at an Indian Health/Tribal facility. No
value for this field indicates that the beneficiary is not a member of a federally recognized
tribe.

1 Ind Last Updated: Date when individualé data was last updated.

= =4 —a =

2.3.1.3 Cross-Reference/Combine
The Cross-Reference/Combine section displays all payer IDs associated with the recipient for
all types/programs, along with the corresponding effective dates and Status.

1 * CROSS-REFERENCE /COMBINE
Recipient ID 1D Type Begin Date End Date Status

v
]

v
M|

Exhibit 8. Cross-Reference/Combine Section

Section |Description

1 Cross-Reference/Combine details include:
1 Recipient ID: Recipient identification number.
1 ID Type: Recipient identification number type.
1 Begin Date: Effective date of Recipient ID.

PUG_RCP121 FINAL Page 9 of 84
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Section

Description

1 End Date: Date when cross-reference of an LME ID was removed or a CNDS ID was
combined with another CNDS ID.
1 Status: Status of Recipient ID.

2.3.1.4 Eligibility Tab

The Eligibility tab is view-only and displays the recipient eligibility segments for all payers.
Select an eligibility segment row to expand and view the eligibility details.

Eligibility  Enroliment
?
- ErzesriLimy Devann B 16 resuLts (DxsFLavine 1-10) < ERd >
Hist From Auth From Hist To Elig Cov Code LME ID Admin County Residential County Status FPLY% User ID
o 12/31/9999 [ mapay-mangy M 5] & Acactive B 0% B |conversion
Eligibility Detail
Payer : DHE
o Living ARR Code : [ Spel Cvrg Code @ [ Pay Type :
Liab Type : =] Liab Amt: o.00 Amb Cap Code :
Auto Assign : Change Reason : Distance Code:
Sub Prog Code 1: Sub Prog Code 2: Sub Prog Code 3:
Poverty Level Code 1: Povertylevel Code 2: Poverty Level Code 3:
Sub Prog Code 4: Spcl Needs : CA Exempt:
Poverty Level Code 4: FFS PCP/NPIL: FFS Locator Code:
Coverage Category Code:
MC Admin Entity ID: [ MC Admin Entity Locator [ MC Status Code:
Code:
MC PCP/AMH ID: [] MC PCP/AMH Locator Code:  [4] Tailored Plan Elig Type:
IHS Eligible: Tribal Option Enralled:
Elig Case ID : ] Add Time: Date Modified :
Managed Care Plan Type: [] Tailored Care Manager NPI: [ Tailored Care Manager Locator  []
Code:

Exhibit 9. Eligibility Tab

Section |Description

1 The Eligibility Segment row contains the following:

1 History From Date: Eligibility begin date for segment. Typically, the History From Date
equals the Authorization From Date, but the dates may differ if the recipient has a
spenddown period.

1 Authorized From Date: Date when recipient is authorized for benefits.

History To Date: End date of eligibility segment.

1 Eligibility Coverage Code: ID of benefit program. For DHB programs, includes the aid
program code, aid category code, Medicaid class code, and SSI (Supplemental Security
Income) Status code. For DMH and DPH programs, includes the health plan.

1 LME ID: If recipient is enrolled in a DMH program, the ID of the LME.

1 Admin County: For DHB, the Admin County is the county that determines/manages the
beneficiaryds Medicaid/ NCHC el igibilistha y.
county in which the beneficiary lives.

1 Residential County: County of residence for recipient.

q Status: St atus of recipientébés eligibility

1 Federal Poverty Level%: Feder al Poverty Level Percen
percentage of income to the Federal Poverty Level.

1 User ID: User ID of person or entity who added eligibility segment to NCTracks.

=
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Section Description

2 The Eligibility Detail section contains the following:

1 Payer: DHHS entity that is associated with the Eligibility Coverage Code. Select the link to
view Payer details.

9 Living ARRCode:Reci pientds Living Arrangement (

1 Spcl Cvrg Code: Special Coverage Code is a code for any Community Alternatives
Programs (CAPs) for which the recipient may be eligible.

1 Pay Type: Code of payment type received by recipient.

1 Liab Type: If applicable, type of liability for which recipient is responsible (deductible
balance or monthly liability).

1 Liab Amt: Amount of financial responsibility that corresponds with the Liab Type.

1 Amb Cap Code:Code f or r ec yforimmhility6s capaci't

1 Auto Assign: Indicator if recipient selected a PCP (N) or had a PCP assigned (Y).

1 ChangeReason:Code f or reason why recipientos

1 Distance Code: Code for travel distance between recipient and PCP. L = less than
30 miles or 45 minutes; M = more than 30 miles or 45 minutes.

1 SubProgCodel:Code for subprogram within recip

1 SubProgCode2:Code for subprogram within recip

1 Sub Prog Code 3: Code for subprogramwithi n r eci pi ent ds EI i gi

1 Poverty Level Code 1: Code describing percentage of Federal Poverty Level applicable
to recipientbés case income.

1 Poverty Level Code 2: Code describing percentage of Federal Poverty Level applicable
t o r eciapeiineome.6 s ¢

1 Poverty Level Code 3: Code describing percentage of Federal Poverty Level applicable
to recipientdés case income.

1 SubProgCode4:Code for subprogram within recip
Recipient may have up to four subprogram codes.

1 Spcl Needs: Reason for classification as special needs child.

1 CA Exempt: Reason code if recipient is exempt from CA.

1 Poverty Level Code 4: Code describing percentage of Federal Poverty Level applicable
to recipientdéds case income.

1 FFS PCP/NPI: Recipient's Primary Care Provider's National Provider Identification
Number.

1 FFS Locator Code: Address location code for the PCP/NPI.

1 Coverage Category Code: Identifies beneficiaries whose eligibility is determined using
Modified Adjusted Gross Income (MAGI) rules.

1 MC Admin Entity ID: The Managed Care Prepaid Health Plan (PHP) entity ID

1 MC Admin Entity Locator Code: The Managed Care Prepaid Health Plan (PHP) Locator
Code

1 MC StatusCode: The recipientds status related t
Mandatory, Excluded, Exempt, etc.

1 MC PCP/AMH ID: The Managed Care Primary Care Provider (PCP) or Advanced Medical
Home (AMH) NPI.

1 MC PCP/AMH Locator Code: The Managed Care Primary Care Provider (PCP) or
Advanced Medical Home (AMH) locator code.

1 Tailored Plan Elig Type: Thereci pi ent 6s Tail ored Pl an el

1 IHS Eligible: Indian Health Services (IHS) eligible is defined as a person who is not a
Tribal member, but who is eligible to receive services at an Indian Health Service facility.

1 Tribal Option Enrolled: The Tribal Option indicator is an option the beneficiary can
choose if they want the Tribe to manage their care.
Note: This indicates that the beneficiary is enrolled in managed care with the Tribe as the
managed care organization.
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Section Description

1 EligCaselID: Re ci pi egnécass numiver.

Add Time: Date eligibility segment was added.

Date Modified: Timestamp of last modification to the segment

Managed Care Plan Type: Indicates the plan type assigned to the recipient.

Tailored Care Manager NPI: Indicates the NPI of the Tailored Care Manager.
Tailored Care Manager Locator Code: Indicates the locator code of the Tailored Care
Manager.

= =4 =4 4 =

2.3.1.5 Enrollment Tab
The Enrollment tab is view-only and displays the benefit plan enrollment for a recipient by

payer.

Eligibility Enrollment
?
o - EnroLLMenT Detar. B 15 RESULTS (DISPLAYING 1-10) < B |Z| =
Elig Cov Benefit Locator Admin  Admin MC Enrl
Payer StartDate End Date 2 plan  PCP/AMH “ZR0T  CAExempt LMEID RS LuE:::I;‘:]e status  Statgs UserID  LastUpdt Date Added
AMI= .
y AML v = ¥ < = R
DMH 08/21/2020 b ey AME & = o [ A-Active BM12000 09/10/2014 07/18/2014
DMH 06/03/2020 ADSN-SNAP  ADSN & & & [l A-Active BM12000 08/17/2016 08/17/2016
MADQN- 1
DHB 09/30/2019 Q MEDICAID & | [l A-Active 3M10000 09/27/2018 09/27/2018
MADRQN- .
DHB 09/30/2018 'M;ilj'gr:i" MEDICAID —— [ M [l A:Active BM10000 09/27/2018 09/27/2018
5]
MADQN-
DHB 05/31/2018 AR MEDICAID S & M E A-Active BM10000 09/27/2018 04/26/2018
MADQN &
SADQN- ;
DHB 04/30/2018 SADCQ}_N MEDICAID [ | [l A-Active BM10000 04/26/2018 03/06/2018
SADQN- = ] - = .
DHB 04/30/2018 200 PHPB & B e} [l w-void | BM10000 04/26/2018 03/06/2018
SADQN-
DHB 03/31/2018 SADSN MEDICAID & & [l A-Active BM10000 03/06/2018 11/22/2017
SADQN-
DHB 03/31/2018 a PHPB & ] = [ |A-Active BM10000 03/06/2018 11/22/2017
SADQN &
SADQN-
DHB 12/31/2017 FAPAL MEDICAID _— ] & M A-Active BM10000 11/22/2017 11/22/2017
SADON &
+
ISave Reset Page

Exhibit 10. Enrollment Tab

Section |Description

1 The Enrollment tab displays the following:

1 Payer: DHB, DPH, ORHCC, DMH. Select the link to view Payer details.

1 Start Date: Begin date of enrollment.

1 End Date: End date of enrollment.

1 Eligibility Coverage Code: ID of benefit program. For DHB programs, includes the aid
program code, aid category code, Medicaid class code, and SSI Status code. For DMH
and DPH programs, includes the health plan.

1 Benefit Plan: Name of benefitplanthat c or r e s p o n d Eligibility Coverade p i
Code. Displays a link to the Benefit Plan details.

1 PCPINPI: NPlof r eci pibDesplaydas |IPiChPk dewmils.PCPO0 s

1 Locator Code: Address location code for PCP/NPI.

1 CA Exempt: Reason code if recipient is exempt from CA.

PUG_RCP121 FINAL Page 12 of 84
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Section |Description

1 LME ID: If recipient is enrolled in a DMH program, the ID of the LME.

1 Admin Entity: For recipients enrolled in the Piedmont Cardinal Health Plan, the provider
affiliation network displays.

Status: Status of Enroliment segment.

User ID: ID of person who last updated segment.

Last Date Updated: Last date/time record was updated.

Date Added: The Audit Add Timestamp of the enrollment record.

= =a -4 =

2.3.2 Address Tab

On the Address tab, you can view all recipient addresses by the p a y eaddbess type.
NCTracks uses the residential address to mail information to recipients. DHB users can add a
temporary address or end-date an existing temporary address. Existing, non-temporary
addresses cannot be edited.

2.3.2.1 Viewing/Updating Temporary Address Information
DHB users have the ability to add/edit a temporary address. The End Date field is the only
editable field for an existing temporary address.

1 = @ DHB/T-TEMP-ADD

Payer : DHE Address Type : T-TEMP-ADD
% Begin Date : = % End Date : i o
Attn To/Contact Name : County Code : 3
% Address Line 1 : . Address Line 2 :
* City % State : NC-NCAROLINA  |[+]
% ZIP Code : Country Code : US-United States
Phone : Day Phone :
Evng Phone : Ground Phone :

Comments :

e lUpdalc Check Address

AAA Addcnre

Exhibit 11. View/Edit Temporary Address

1 Select the Payer/Address type row to expand and view address information.
2 Enter the End Date for the address.
3 Select the Update button.

2.3.2.2 Adding a Temporary Address

DHB users have the ability to add a temporary address by completing a Recipient search and
selecting the Recipient ID link located under the Search Results section. This navigates you to
the Recipient Detail screen. Once on this screen, you can add a temporary address by
selecting the Address tab and entering the required information.
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1 | Address Contacts | Family Case Data | Case Data History | Premiums | Cost Sharing | Other Coverage | Dialysis | Service Limits | Recipient Lock-in ||}

ADDRESSES ?
+ DHB/R-RES-ADD - 12/31/9999
Add Address o
* Payer : [=] * Address Type : Eo
% Begin Date : | e * End Date : (=]
Attn To/Contact Name : County Code : |Z|
# Address Line 1 : Address Line 2 :
* City : * State : Ea
% ZIP Code : Country Code : US-United States
Phone : Day Phone :
Evng Phone : Ground Phone :
Comments :
2000 characters a g
e |2qa][Eicar] [check adaress
+
@ ISave Reset Page

Exhibit 12. Add Address Section

Step |Action

1 Select DHB from the Payer drop-down menu.

Select T-TEMP-ADD from the Address Type drop-down menu.

Enter the begin date when this address becomes effective in the Begin Date field.
Enter the End Date when the resident left this address; if current, enter 12/31/9999.
Enter the physical address in the Address Line 1 field.

Enter the city in the City field.

Select the state from the State drop-down menu.

Enter the ZIP code in the ZIP Code field.

Select the Add button.

Select the Save button.

OlOo|N|O|O|R[W|N

=
o
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2.3.3 Family Case Data Tab

DHB users can update the Family Case Data tab. The purpose of the Family Case Data
screen is to link recipients together for Cost Sharing tracking processes. The Family Case Data
screen allows users to view recipient family case information.

Recipient: b+ - & AA  Help
W insicanes 3 raquiraz te PP
) | Family Case Data Case Dats History Premiums Cost Sharing Other Coverage Service Limits Lock-in/Lock-out Transfer Of Assets ID Card, COCC & Booklet Time Limit Override State Authorized
ELIGIBILITY CASE DETAIL
Elig Case ID : Elig Case Begin Date : 1 Elig Case End Date :
= OrtHer RecrrienTs In Eurcrenary Case
Recipient ID First Name Last Name
FA, Al
Recipient ID : Elig Case ID : Family Case ID :
Clear
CREATE A NEW FAMILY CASE
Fam Case Begin Date : |mm/a 7 Fam Case End Date: |mmc
Creat

Exhibit 13. Family Case Data Screen

Section |Description

1 The Eligibility Case Detail section displays:

1 Eligibility Case ID: Recipient Case Number is an identifier assigned by the district to
uniquely idermtasd y a recipientéo

1 Eligibility Begin Date: Date when eligibility case approval was processed in the EIS.

1 Eligibility End Date: Date when eligibility case was terminated.

2 Other Recipients in Eligibility Case: Recipient ID, First Name, and Last Name of other
recipients in the eligibility case are displayed.

3 Family Case Search: Allows you to search for a family case by Recipient ID, Eligibility Case
ID, or Family Case ID.

4 The Create a New Family Case section displays:

1 Family Case Begin Date: Begin Date for this new family case.
1 Family Case End Date: End date for this new family case.
Note: This section allows you to save data and create a new family case.
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2.3.3.1 Creating a New Family Case

A new family case can be created for a recipient and other recipients in the eligibility case. They
are systematically linked to the family case to share the threshold for the Cost Sharing,
regardless of the Division of Information Resource Management (DIRM)/EIS case they are in or
benefit plans that are subject to Cost Sharing.

CREATE & NEW FAMILY CASE

eFam Case Begin Date : |mmizdiyyy ] eCase End Date: ppss
el Create

+

Exhibit 14. Create a New Family Case Section

Step |Action

1 Enter the begin date for the family case in the Fam Case Begin Date field.

2 Enter an end date (defaults to 12/31/9999 if you do not enter a date) in the Fam Case End
Date field.

3 Select the Create button.

The Family Case ID is system generated and is the Recipient ID for which the family case was
created.

NCTracks Success
Save Successful.

1| Family Case Data case Data History Premiums Cost Sharing = Other Coverage Service Limits | Lock-in/Lock-out | Transfer Of Assets | ID Card, COCC & Booklet | Time Limit Over |}

ELIGIBILITY CASE DETAIL

Elig Case ID : Elig Case Begin Date : Elig Case End Date :
= OTHER RECIPIENTS IN ELIGIBILITY CASE
Recipient ID First Name Last Name
?
FAMILY CASE DETAIL )
Family Case ID : Fam Case Head ID : Fam Case Head Nm :
Fam Case Begin Date : Fam Case End Date : Fam Case Create Dt : "
= OTHER RECIPIENTS IN FAMILY CASE
Elig Case ID Recipient ID First Name Last Name Recipient Fam Cs Begin Dt Recipient Fam Cs End Dt
o C ©
De-link Eff Dt = \mm/dd/yyyy _‘| De-link Elig Case From Family Case |

»

Exhibit 15. Family Case ID Created Section
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2.3.3.2 Linking a Recipient

To link a recipient to a Family Case ID, you must enter a Recipient ID, Elig Case ID, or Family
Case ID and select the Find button. The family case details then populate. Next, you must enter
the begin date (Fam Case Link Dt) and end date (Fam Case End Date) for the family case link.
Select Add Case To Family Case to complete the process.

Exhibit 16. Linking a Recipient Section

Step Action

1 Enter the Family Case ID in the Family Case ID field.

Select the Find button.

Enter the family case link date in the Fam Case Link Dt field.
Enter the family case end date in the Fam Case End Date field.
Select the Add Case To Family Case button.

[S20 E=N NOSH I \§)

2.3.3.3 De-linking a Recipient

A recipient may also be de-linked from a family case. For example, if a recipient moves from
childhood to adulthood and they now have their own Case ID, they must be de-linked from the
family case. The de-link effective date is the last day of the next month.

Exhibit 17. De-linking a Recipient

Step |Acti0n

1 Enter the de-link effective date in the De-link Eff Dt field.
2 Select the De-link Elig Case From Family Case button.
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